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Comments on DDP/PG Records Control Schedule
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ISI:din(Smcer designation, room number, and DATE OFFICER'S COMMENTS (Number each comment to show from whom
INITIALS to whom. Draw a line across column after each comment.)
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1. DDP/RMO ﬁ”? As discussed with DDP/RMO,
2010 L ’9 bhe Records Control Schedules
'or PG have been corrected to
2. include the phrase "unless
required for historical pur-
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in the description of
records covered by your
comments. These records
series are to remain "Temporar
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retaining one copy in this office,
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92 0 SEP 1960
DDF/RMO

Chief, Records llnagewent Staff

Comuents on DDP/PG Records Control Schedule

1. 7This is in reply td request for our cosments

" on the DDP/PG records control ) this Staff
has alveady discussed with khe evanmtion of certain

items on that schedule.

2. I am especially concerned with the "temporery” evaluation
of the official records of the Project Review Committee in item

10 of the CA |rm_i_rL:chmiule. The FRC 1s a high level
Coumittee tha® pIays en iuportant role in the formulation of
Agency policy. Coples of Project Outlines and relsted records
in offices of the DDS and DDI areap, as well as in the Office of
the DCI, have been scheduled for destruction on the basis that

. record copiesg would be retained by the PRC Secretary. The
official records of this Committee have archival value, and

it is oy recommendation that the files Aescribed in item 10 be
scheduled for permanent retention.

3. Item 8 of the same schedule is titled "Policy and
Historical Files."” If this file does contain records documenting
the history snd policy of PRC and/or the CA
it should be scheduled as permanent unless the same information
is available in a similsr file.

L, If I can be of further sssistance in this uatter please
call me.
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' MEMORANDUM FOR THE RECORD 14 September 1960

SUBJECT: DDP/PG Records Control Schedule

1. Met today with[::::::::::]and discussed the following

items on the schedule. The unanswered questions will be checked

Ttem 1. Are copies of CS plans retained elsewhere?

Item 2. 1Is this the Chief's subject file documenting
the management of the Group? Is this information avail-
able elsewhere?

Item 3. Where is the office of record for Operational
Programs?

Item 1, 2. Are these actual project files or simply
related records. (They are related records).

25X1
25X1]
1
X1
X1
25X1
25X1

Item 1. Same as 1 above.

ITtem 3. Is this a true index that must be used to find
a project file. (The answer was no - it's more of a log).

Ttem 8. This file sounds important - shouldn't it be
retained? ‘

+ TItem 10. Are these the official files of the PRC
established byl i (The answer was yes). I then
told [that the files should be retained perm-
anently. He asked that we write a mwemo on the matter to

provide sowe official ammunition.

25X1

C@ TIPS A A #Hrr
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R N SCHEDULE NO.
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OFFICE, DIVISION, B Sk
. . BRANCH (3

CONCURRENCE

S1GN

P5X 1 CS/ PG | 251
TirteChief, DDP/PG pATE -

) FILES IDENTIFICATION
(TITLE, DESCRIPTION, ARRANGEMENT M
WD 1ncLustve pares) (cupic Fr. ) DISPOSITION INSTRUCTIONS

Planning Documents 4.5 Temporary. Destroy when superseded orj
upon becoming obsolete, unless required
Consists of CS General Plan, CS Planning for historical purposes. Maximum re-
System, Character and Level Pagers, Re- tention period two (2) years after bein
view Board Programs, etc. (1958- : superseded. Review annually. :

Subject Files - : : Temporary. Destroy when superseded,
obsoclete, or no longer needed for
Consists of papers pertaining to opera- reference. Review annually.

tional programming such as: instructions '
for the preparation of operational pro-
grams, terminations, curtailments, per-
sonnel status reports, fiscal data, pro-
gram summaries, budgets, financilal sum-
maries, ete. (1957~

Operational Programs ) Temporary. Destroy wher three (3) yea

a. Preliminary Estimates after being superseded.
Held by fiscal year, by Divislon and
Staff, covering a three (3) year
period including fiscal year next
succeeding the current year.

(1959-1961)

Operational Programs Temporary. Retain two (2) years after
Held by fiscal year, by Division and being superseded, then retire to
Staff, covering a three (3) year Records Center. Destroy when eight (8)
period, including fiscal year next years old,wuwtess Leguired Fer
succeeding the current year. ' 1 it1STORICAL PuRPCSES,

(1959-1961) o

Approved For Release 2005/11/21 : CIA ED;P7‘8'766487A000400130001-5
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DISPOSITION INSTRUCT!ONS

ITEM NO.

x

4,

FILES IDENTIFiCATION
Approved For Release 2005/1 1If®

Related Missions.Directives.

Consists generally of copy #2 of~the
RMD and related papers by country.
(1954 1960) -~

Chronological Files and Logs

a. Correspondence chronos.
b. Cable chronos.
c. TS controls.

Reference Materials

a. National Intelligence Estimates
(1958-1960)

b. OCI Handbooks.

¢. OCB Operations Plans

d. Agency and CS Issuances

S

N

Annrovwaﬁﬁ

FORM NO.
1 JAN 56

USE PREVIOUS
‘398 EDITIONS.

I

3.0

0.5
0.5
1.0

0.5

1.0
1.0
1.5°

P78 00!487A0004001 30001 -5

Temporary Destroy three (3) years
after-being- superseded.-or- rescinded,
or at -any--time- before the three—year
reriod as considered appropriate.
Review annually.

Temporary. Destroy after one (lfiyear

Temporary. Destroy after one (1)&year

¢ '%’ . we/(m CS,

-

Temporary. Destroy when no. longer of
value, superseded, or rescinded.

Same
Same

Same

87A000400130001-5

RECORDS CONTROL SCHEDULE - CONTINUATION SHEET

(41)

Page 2 of 2
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SCHEDULE NO.

7A000400130001-5

EUS

CONCURRENCE

OFFICE. DIVISION, BRANCH

25X1DDR/Pq

SIGNATURE

25X1

TITLE

DATE [Eied “Cr
Chief, DDP/PG AUS S 1o

| TEM
NO.

FILES IDENTIFICATION
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES)

VOLUME
(cUBIC FT.)

DISPOSITION INSTRUCTIONS

l‘

Project Files (Active)

Consglsts of project outlines and corre$-
pondence related to the approval, amend-
ment, renewal, extension or temmination,
¥Flled chronologlcally by cryptonym.
(1949-~present }

Project Files (Terminated)
Couslists of papers on terminated pro-
Jects. (See item 1. above).

Project Index

Consista of 3x5 cards coastituting
index to projects. Filed by cryptonym.
(1949-present)

Project Summary Data File
Consists of Form 1204

Project Summary
Data, for each[:::::::::f:]sctive oR ter-
mingved.

Projacts Assets File
a. Summaries ‘

A record of materials, personnel,
media, etc. employed in the opera~
tion of the project. (1954-1958)

Index

Held on 3x5 cards, serving as cross

references to projects, personnel,
(1954-1958)

areas, etc.

Approved For Release 2005/1 1/21 ; CIA- 2I3278-00487A000400130001-5

FORM NO.
1 JAN 56

139 USE PREVIOUS

EDITIONS.

26,0

2.0

0’.5'

7.0

>

5]

Temporary. Remcve toviﬁactive file
upon termination.

Temporary. Retire one year after: ter-
mination to the Records Center., Des-
troy three (3) years thereafter. Revidw
annually.

Temporary. Maintain-as a log of actior
and destroy when the projezt file is
retired to the Records Center,

Temporary. Retire with respective pro-
Ject to Records Center one (1) year
after termination. Destroy five (%)

thereafter, R 1
iiaisss PEPULED Eor HISTORIAAL D3E Aeses,

Temporary. R-otain until Jaa. 1961,
Retire to Records Center and destroy
after five (5) years.

Same




“ ITEM NO. FILES IDENTIFICATION o dosgs]  VOLUME DISPOSITION INSTRUCT IONS

Approved For Release 2005/11/3F }FFDP78-004B7A000400130001-5
Ce Operaticnal Programs 2.0 | Temporary. Retire to Records Center
L Planning documents prepared for budge- when supersaded ¢r cbsclete, Destroy
< tary and operational guidance. (Current) after three (3) years, Restew—aannually.

UNLESS Reguiresr FoR Hisre® 2Rt PLEASES,
7. Chreneclogical Files and Legs

&, Projeet Action Chroncs. 1.0 | Tempurary. Destroy after cne (1) year,
fubeis .
W, S0~
b, TS Controls. 0.5 : ,_‘7 / B
L '
8., | Polivy and nistoirical Files | €,0 | Temporary., Screen annually and destroy
Congigts of papers pertaining te activid (\) papers nc lenger of value.
. 25X1| tiazam of as regards /7 .
. Prcject Review CommIttee, ete, {(Current) i '
9. Ageacy and CS Issuances, 1.0 | Temporary. Destroy when nc longer of

value, rescinded or superseded.

0. Project Roview Commlttee Files, K
Conaists of official records ¢f the Pro4 ?
L Ject Review Committee under responsibility |
P5X1 | of Chief,! |as PRC Secré- .
; tary., PiIes Include: \J
74’ ‘ a, Agenda and Meeting Minutes 1.0 | Pemporary. R-tain one (1) year after
Lo WZP meeting, then retire tc Records Center|
L : ' Deatroy after ten (10) years. Review
/ snnually.
' b. Pending Action ¢.5 | Temporary. Hcld in completed action
file for one (1) year, then retire to
' Records Center, Destroy after ten (10)

years., Revew annually.
¢. Completed Action. 3.5 | Same

11, Naticnal Security Councili Briefing Files 4,0 Temporary., Destroy when obsolete or

Consists of papers, reports and studies superseded. Review annually.
. covering financial and other information
1 pertinent to | | (Current)

87A000400130001-5
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e | Approved For Release 2005/11/21 : CIA- RDP78-00487A000400130001-5
i2, visual Alds b ' Temporary. Destroy when obsolete,
Consists of charts of varying sizes. il
téged in briefings and projest presenta- .
ons,
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18 July 1960

MEMORANDUM FOR: DDP Records Management Qfficer
SUBJECT ¢ Records Control Schedules

REFERENCE Memorandum from Chief, DDP/PG@ to DDF/RMO, dated
17 June 1960; Subject: Annual Report - Records
Management in the ¢S, paragraph 6.

1. Attached are three (3) copies each of Records Control
Schedules for: .

b. €8/ 25X1

2. The schedule for thel |1s a revision

and supersedes th s dated 21 April 1959 prepared while the
25X18ection was under : 55X 1

3. A schedule for the| |48 in draft form
and wlll be forwarded upon completion,

25X1

Attachments: (2)
Records Control Schedules

Approved For Release 2005/11/21 : CIA-RDP78-00487A000400130001-5




> SCHEDULE NO.
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A § . : R ECORDS \COK FROLRSIEBYRE05/11/21 : CIA-RDP78-00487A000400130001-5

A CONCURRENCE
* ’ OFFICE, DIVISION, BRANCH ) S1GNATURE o V
: 25X1  CS/Pg) e =T —aate oy 186U
: 25)0hief, PG| |
’ ITEM . FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)
l1.. |Project Files. - - . cee G e .
--a. Active. Consists of project -action Temporary‘ Retain indefinitely. Retire
requests and correspondence related there-~ to "terminated" file on termination. .
. to. Filed alphabetically by cryptonym.
. b. Terminated. Same as la. above for Temporary. Maintaln in PG for five (:'5‘)
terminated projects. years, and retire to the Records Center

for five (5) years. Retain projects
wlth long-range commitments indefinitely

¢. Pending Action. Same as la. above Temporary. Return to active or term-
for active proJects pending approval action. inated file as appropriate.
d. Sengitive., Same as la. above for Temporary. Same as la. above.
sensitIve projects. (c. 1952-1960) 16
2. Logs
a. Incoming and outgoing correspondence. 1 Temporary. Destroy after 3 years. Purgs
annually.

b. Top Secret

b a8t pt author o

| l v, Gerfrady-anAn (S0 /i 1

3. Correspondence File., Consists of all non-. (?/‘ Temporar‘? Review "annually. Retire non-
A

®»

project correspondence. Filed by subject. current but significant material to
(e. 1952-1960) Records Center. Destroy other material
as appropriate.

4, Project Summary Record. Consists of Form 2 Temporary. Maintaln active project cardJs
452 (McBee Keysort card - letter size) with indefinitely. For terminated grojects,
pertinent basic project information and a cut off annually and destroy years
record of all action taken. Filed by thereafter, ancess Ee,puézc-p For
eryptonym. (1952-1960) HisToRICRE Fur POSES.

(7
¢ . Approved For Release 2005/11/21 : CIA-R P7§§ﬂg4 B7A000400130001-5 /
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ITEM NO.|

FILES IBENTIFICATION

VOLUME

| DISPOS [TION INSTRUCTIONS

(7 »

(\\ E‘\ L
=z

Agent T’.Lles‘ Approved For Release 2005/ 1/21 : CIAf

-Project CGontract -Record. Form 453
(McBee Keysort card ) containing-contiract
data on-agents and identifying informa-
tion. Flled alphabetlcally by cryntonym
(1 54 1959)

- -Agent- and othar CBthonwm F;le.
325 eards Indicating cryptonym and parent
project, changes in cryptonyms, etc.
(1951-1954)

Regulatory Issuances and Policy.

a. Agency and CS Regulatory issuances
b. Branch Pollicy Books. Extra copies

of policy and precedent memoranda and

selected l1ssuances for

Flled alphabetically by subJect.

(Current
Financlal Records.

a. Form 680 and Notification of Pro-
Jject Approval.
b. TPinancial Code Symbols.

(current)

1

FORM.NO.
1 JAN S6 !
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‘393 EDITIONS.
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@

Temporary. eBes%faeséen—ﬁet—authe?éaa&~
Retire to inactive file on termination
of the agent,

AT THIE TIME,
Temporary. Destruction not authorized
Review concept of file annually.’ /1

Temporary. Destroy when superseded;bf'
rescinded.
Temporary.

Destroy when superseded dr
rescinded. , :

Temporary. Maintain for two (2) years
and destroy.

Temporary. Destroy when superseded.

|

ta1)
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